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ENGLISH 3005: TECHNICAL COMMUNICATION 
Instructor: Dr. Terri Fredrick 
Office: Coleman Hall 3070 
Telephone: 581-6289 
Email: tafredrick@eiu.edu 
Office hours: TR1 0-11; 1-3; other times by appointment 
Instructional Objectives 
English 3005 focuses on communication (written, oral, and visual) created within professional 
settings. Particular emphasis is placed on adapting communication to specific audiences and 
purposes. In addition to teaching new content material, this course is designed to be a 
professionalizing experience. For this reason, skills such as collaboration, technology use, and 
independent management of deadlines and policies make up an important part of the course. Specific 
objectives for this class are as follows: 
• Develop the ability to adapt common genres of technical communication (proposals, 
progress reports, reports, instructions, etc) to specific audiences, purposes, and contexts 
• Critically read and analyze information addressed to readers of differing technical levels 
• Develop and use effective collaborative strategies 
• Develop awareness of your own ability to successfully approach, adapt to, and complete new 
(previously untried) communication situations 
• Learn and implement basic principles of effective document design 
• Develop strategies to balance multiple projects and deadlines 
Required Materials 
• Markel, Mike. Technical Communication, 9th edition 
• Three readings available online or as handouts 
• Suggested: the lab requires USB flash drives for data storage. Please consider buying one. 
Course Requirements 
Definitions/Descriptions: You will complete a case study project that asks you to analyze and 
rewrite definitions and descriptions to be appropriate for a non-technical audience. 
Article Analysis: You will choose, read, and analyze an article. You will write a memo discussing 
the document' s audience, purpose, and context as well as the techniques used by the writers. 
Instructions: In groups of four, you will revise a set of instructions. 
Design project: You will create a data display of charts, graphs, and tables to represent information 
most effectively for a target audience. 
EIU sustainability project: Throughout the semester, you will work individually and in groups to 
develop and carry out a project that will present information about EIU' s sustainability work to a 
public audience. As part of your project, you will create individual documents such as a feasibility 
analysis, proposal, and progress report. You will also co-write a proposal, recommendation report, 
and presentation with three to four classmates. 
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Reading Homework: For each reading assignment, I will post questions on WebCT. The questions 
must be answered prior to class time in order to receive credit. You are welcome to use your book as 
you answer the questions. Note: If class discussions or homework results indicate that students are 
not completing the reading effectively, I will incorporate quizzes as well, but no one wants that! 
Assessment 
Assignments will be graded holistically on content, organization, expression, and correctness as 
adapted to the audience and context for which you are writing. Each assignment will include specific 
assessment criteria. A more detailed breakdown of points can be found under the assignments links. 
Assignment %grade 
Homework 15 
Definitions/Descriptions 5 
Article Analysis 5 
Instructions 10 
Design Project 10 
Local global project 55 
(Ind) Preliminary ideas 5 
(Ind) Proposal 10 
(Ind) Progress report 5 
(Grp) Project/Completion report 20 
(Grp) Presentation 5 
(Grp) Record-keeping 5 
(Ind) Contributions to group 5 
Note: I reserve the right to make additions and alterations to this assessment breakdown should the 
need arise. Students will be informed in class and in writing prior to any changes being made. 
Attendance: 
According to the Secretary 's Commission on Achieving Necessary Skills published by the 
Department of Labor, the number one reason employers cite for firing young, post-collegiate 
employees is absence and tardiness. Contrary to popular belief, getting out of bed and to work on 
time is not easier after graduation, so plan to use this course (and ideally, your other courses as 
well) to practice the professional skill of prompt attendance. 
• You may miss up to four classes. Each additional absence will reduce your grade by 2%. 
• Missing a class that has been designated a "team meeting" will result in the penalty 
established by the team in its contract for missed meetings. 
• If you must miss a class, you are still responsible for meeting assignment deadlines. Submit 
assignments via the appropriate WebCT drop box or via email. 
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• Some activities, such as submitting drafts and peer reviewing others ' work, can impact the 
grade on an assignment. You should arrange alternate methods for submitting such work 
when you must be absent. 
• If you want to know what you missed in class, talk to a classmate. Assignment sheets and 
most handouts will be available on WebCT. 
• Dates represented on the syllabus with an asterisk represent workshop days where you may 
choose whether to work in or out of class (I will be present in the classroom to work with 
individuals or groups on these dates). Should you choose to work from home on a date with 
an asterisk, you do not need to count this as an absence. 
Deadlines 
Due dates for homework and assignments are listed on the course syllabus. 
• Reading homework questions (on WebCT) must be answered before the start of class time. The 
questions will disappear at 11 am on the day the reading is assigned. 
• Drafts and any other homework must be submitted by the beginning of class time on the date 
listed. Late drafts will not be accepted under any circumstances. 
• Unless otherwise noted, graded assignments listed in bold on the syllabus must be submitted by 
the end of the business day (4 p.m.) on the date listed. Late projects will be docked 5% or 2 
points (whichever is greater) each day until they are turned in. 
Expected Conduct 
This class focuses on communicating in professional settings. In a workplace setting, certain types of 
conduct would be expected and outlined in a code of conduct. We have one here, too. In addition to 
your vacation/sick time, pay attention to the following course policies: 
• Class correspondence (i.e., emails you send to someone in the class, including me) should be 
written professionally and according to the expectations of the business world. Expect to 
receive feedback from me on the style, content, and organization of your emails. 
• You are expected to convert your documents as necessary to be able to work on them in class. 
I will give you advice and out-of-class assistance at your request, but I expect you to have a 
basic understanding of word processing and/or the willingness to spend time out of class 
learning features of software programs that will improve the appearance of your documents. 
• Keep multiple copies of all the work you produce for this class. Don't delete files once you've 
turned in the assignment. 
• Class time is for doing work related to the course. Checking or sending email, surfing the web, 
using Facebook or instant messenger, text messaging, etc. should be done on your own time. 
• All assignments listed in bold on the syllabus must be completed in order to pass the course. 
• Plagiarism of any kind will not be tolerated. According to English Department policy, "any 
teacher who discovers an act ofplagiarism ... has the right and the responsibility to impose upon 
the guilty student an appropriate penalty up to and including immediate assignments of a grade 
ofF for the assigned essay and a grade ofF for the course, and to report the incident to the 
Office of Student Standards." If you are in doubt of the appropriate way to identify your 
source, check with me before turning in the assignment. 
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Writing Intensive Course 
The article analysis and the individual proposal meet the requirements of the Electronic Writing 
Portfolio (EWP). Ifyou choose to submit an assignment from this class to the EWP, you must do so 
by Thursday, April21. Please visit the following web address for information on the submission 
process: http://www.eiu.edu/~assess/ewpmain .php (scroll down for student information). 
Information for Students with Disabilities 
Most accommodations may be easily met in this class. If you have a documented disability and wish 
to receive academic accommodations, please contact the Office ofDisability Services (581-6583) as 
soon as possible. 
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ENGLISH 3005: TECHNICAL COMMUNICATION 
DAILY SYLLABUS 
I nATE 
Jan 11 
Jan 13 
Jan 18 
Jan 20 
Jan 25 
Jan 27 
Feb 01 
Feb 03 
Feb 08 
Feb 10 
Feb 15* 
Feb 17 
Feb 22 
Feb 24 
Mar01 
Mar03 
Mar08 
Mar 10 
DUE 
Due: WebCT post (11:59 p.m.) 
Read: Ch 1; Ch 5 
Read: pp. 540-557; Munger case 2 
Complete notes for Task 1 
Due: Munger case assignment 
Read: Ch 8 and Gore chapter (handout) 
Read: Michaels article (del.icio.us) and 
pp. 113-132 
Post article to del.icio.us 
Due: article summary 
Read:??? 
Due: Article analysis 
Read: Ch 16 
Due: Local-global project ideas 
Due: Proposal draft 
Read: Ch4 
Due: Proposal 
Read:pp.558-571 
Read:pp.253-282 
Read:pp.346-355 
Bring: Draft of instructions 
Due: Instructions 
Due: Project preferences (by 10 am) 
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IN-CLASS ACTIVITY 
Introduction to course; computers 
Class: Discuss TC experiences; 
analyzing audience/purpose 
Discuss definitions/descriptions 
Groups: Task 2-3 
Class: Watch film excerpts 
Class: Discuss persuasive comm. 
And article 
Class: Discuss articles; assign 
article analysis 
Meet with Ryan Siegel 
Class: Discuss local-global project 
Groups/Ind: p. 115, 1st three steps 
Discuss proposals 
Groups/Ind: Develop project ideas 
Ind: Work on proposals 
Groups: Peer review proposals 
Groups: Instructions activity; 
assign instructions assignment 
Class/groups: Writing instructions; 
instructions activities 
Class: Discuss document design 
Class: Discuss usability testing 
Groups: Plan usability test 
Groups: Conduct usability test 
Discuss minutes (pp. 473-474) 
Groups: form teams; create 
contract and task list; set up wiki 
(pp. 624-625) 
Spring 2011 
GBREAK 
Mar22 Due: Group contract/revised proposal Class: Discuss progress reports 
Read: pp. 464--4 71 Groups: Team meeting 
Mar24 Due: Global-local progress report (A) Groups: Team meeting 
Mar29 Read: Ch 13 Class: Discuss graphic design 
Mar31 Class: Graphic design activity; 
assign document/graphic design 
Apr05 Due: Global-local progress report (B) Ind: Create design project 
Groups: Team meeting 
Apr07 Ind: Create design project 
Groups: Team meeting 
Apr 12 Due: Design project 
Apr 14 Due: Global-local progress report (C) 
Apr 19 Read: Ch21 Class: Discuss oral presentations 
Group: Draft report 
Apr21 Due: Global-local progress report (D) 
Apr26 
Apr28 Due: Global-local reports Team presentations 
FINAL Time and Location TBA 
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